
INSURANCE MANAGER 
 

Job Code Pay Grade 
15906 SM5b 

 
Nature of Work 
This is responsible supervisory, professional, administrative, and technical work in the management of the 
insurance and contractual risk transfer division of Pinellas County’s Risk Management Department.  The 
incumbent performs independent complex work related to the review and application of insurance coverage; 
setting insurance requirements for vendors; managing Certificates of Insurance; premium budgeting 
allocations analysis; including the collection and maintenance of policy documentation/information.  An 
employee in this class is responsible for developing, revising, and managing operational procedures.  The 
incumbent applies and interprets industry insurance regulations, standards, policies, regulations, and 
practices.  The position maintains working relationships with appointing authorities, responsible department 
officials, purchasing/procurement vendors, service providers and/or suppliers, insurance carriers, 
governmental agencies, employees, the public and others.  Assignments require the incumbent to be a 
creative senior manager to lead, motivate, train and implement teamwork to achieve department objectives.  
Assignments are generally broad in scope with frequent opportunity for exercising independent judgment in 
making insurance and risk transfer decisions.  Unprecedented and the most significant determinations are 
sometimes subject to final review and approval by the Bureau Director, Risk Management.  The position 
may be required to take responsibility for the entire department when the director is unavailable.  The 
position reports to the director. 
 
Minimum Qualification Requirements 
• 7 years of experience in managing Property & Casualty insurance programs that includes Property,  

Casualty, Specialty and Professional Lines of risk insurance coverage for a Public Entity, Private Entity, 
Insurance Agency or Brokerage that includes supervision or supervisory training [Preference may be given 
to candidates with certifications such as Chartered Property & Casualty Underwriter (CPCU), Certified 
Insurance Counselor (CIC); Associate in Risk Management (ARM) or similar designations; or 

• Bachelor’s degree with major course work in risk management, public administration, business 
administration or related field that includes 3 years experience as described above; or 

• An equivalent combination of education, training, and/or experience. 
 
Appointing Authority May Also Require  
• Florida Driver's License. 
• Assignment to work a variety of work schedules including compulsory work periods in special, 

emergency, and/or disaster situations. 
• Candidate may be required to possess or obtain the Chartered Property and Casualty Underwriter (CPCU); 

Certified Insurance Counselor (CIC); Associate in Risk Management (ARM); and/or other Risk 
Management Certification within 1 year of appointment. 

• Other highly desirable knowledge, skills, abilities, and credentials relevant to a position. 
 
Illustrative Tasks (These are examples and are not all inclusive.) 
• Supervises, trains, assigns and reviews work of personnel performing a variety of duties in connection with 

county insurance program and insurance requirements in contractual risk transfer program. 
• Plans, organizes and coordinates the renewal process for all insurance policies each year, including 

oversight and assistance in gathering exposure data, loss information, and application completion. 
• Reviews insurance policies for accuracy and coordinates necessary modifications. 
• Manages and assists with contract reviews as well as develops, monitors or evaluates appropriate insurance 

terms, conditions, and limits. 
• Prepares and manages data and information for management officials, department officials, brokers, 

insurance companies, and the State of Florida. 
Manages data necessary for actuarial reports and department/appointing authority budget and cost 
allocations. 
  



INSURANCE MANAGER      (continued) 
 

Job Code Pay Grade 
15906 SM5b 

 
Illustrative Tasks     (continued) 
• Consults with legal representatives, representatives of the insurance industry, and regulatory agencies in 

connection with preparation and award of contracts and other matters. 
• Prepares specifications and bid information necessary for writing the request for proposals (RFP) on a 

diverse and broad range of insurance policies/contracts. 
• Prepares specifications for Risk Department Request for Proposals (RFP) and manages department 

contracts for Broker Services, Risk Management Information System (RMIS), certificates tracking, and 
other department contracts. 

• Manages the certificates of insurance from insurance brokers for the departments, directors, and 
management. 

• Develops insurance requirements for a large range of Pinellas County RFPs from vendors/contractors. 
• Reviews and monitors contracts, makes recommendations and participates in negotiations regarding 

insurance requirements for contractual transfer.  
• Manages certificates of insurance for vendors doing business with Pinellas County. 
• Discusses insurance requirements with vendors, brokers/agents, and other agencies or departments. 
• Provides expert technical expertise and guidance to county agencies on liability insurance and contract 

laws and regulations.  
• Provides technical guidance and recommend determinations to support claims adjusters on liability 

insurance, regulatory and legal precedence.  
• Assists in the department and other department’s associated with risk management related budget process. 
• Performs related work as assigned or required. 
 
Knowledge, Skills, and Abilities 
• Comprehensive knowledge of property & casualty insurance and insurance industry, contract laws, rules, 

and regulations, including self-insurance regulations. 
• Comprehensive knowledge of workers compensation laws related to regulations, rules, and definitions, 

(other than claim benefit payments). 
• Knowledge of risk management concept and process to understand the complexity where insurance and 

risk transfer fit in the process. 
• Knowledge of Federal Emergency Management Association (FEMA) flood policies and rules.  
• Knowledge of allocation models, experience modification factor. 
• Knowledge of county operations and types of insurance risks connected with such operations. 
• Ability to train and supervise the work of subordinate employees, and create a team environment. 
• Ability to assess insurance needs and adequacy of existing insurance.  
• Ability to establish and maintain effective and professional working relationships with employees, Board 

of County Commissioners, management, attorneys, outside agencies, and the general public, using tact, 
patience and exhibiting leadership qualities. 

• Ability to apply computer applications and software including Microsoft Word and Microsoft Excel. 
• Ability to communicate clearly and concisely, orally and in writing. 
• Ability to plan, organize and complete projects, including delegating work. 
• Ability to develop a team environment through communication and timely feedback. 
• Ability to provide constructive feedback focusing on the behavior and/or issue. 
• Ability to manage and adapt to change plus be creative and “think outside the box”. 
• Ability to lead by example and to encourage, motivate, share a vision, inspire, bring out creativity in others 

and be a positive influence. 
 
For official use only 

Created EEOC Code Overtime Code 
5/13 Professionals Exempt 

 


